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WCM Authoring Content Reference Guide 
The audience of this training is current CMA Content Entry Staff.  
 
The goal of this training is to introduce content entry staff to the new WCM tool and help them 
become comfortable accomplishing the same types of tasks they currently perform in the CMA. 
 
Note:  
 

I. WCM Introduction 

A. How to Access WCM 

1. We will access WCM through a browser. 
The URL for your site WCM environment is: 
Need proper URL for WCM/Production 

2. Log-in 
Enter your User ID: and Password:. Click Log In.  

 
Need info about User IDs and Passwords here. 
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3. You will be presented with the WCM Authoring Screen. 

 
 

B. How to Navigate WCM 
If you do not see the New button when you first enter WCM, check the Library Drop Down. 
Make sure it is set to emi portal content. 
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1. Click the Library Drop Down and select emi portal content. 

 
 
WCM initially opens up to the My Items section.  

 

2. Workflow 
Because of the way our system is configured, Draft and Pending will not hold 
anything. You will find your items for Workflow in the Dashboard. 
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3. In My Items under Recent 
You will see the Items you most recently opened. 

 

4. In My Items under Published, Expired, and Deleted  
You will see content you authored in each of those states. 

 

C. Content 
Clicking Content, will open up the section that allows you to browse the content within the 
sites much like you were able to Browse Category in the CMA. 

 

1. By Site Area  
To see what we used to call Category, you will want to use Site Area.  
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NOTE: CMA Category = WCM Site Area (see page 121,  
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Appendix E: M

a) The eMI Portal & Global Site Areas will never be accessed by anyone 
besides e-Michigan 

iscellaneous Definitions and Acronyms) 

  

b) The e A ea contains the Michigan.gov home page and 
navigation areas. 

 SOM Sit r

  
c) You can drill down into your Site Area: 

Note that each Site will have a Site Area with the same name. 

 
Sites and Site Areas are differentiated by the different Icons: 
Site  
Site Area  
The Site Area with the same name is necessary to hold the Home 
Page for the Site. 
 
Once a Site Area is selected within a Site, on the right side of the 
screen, you can see both sub-Site Areas and Content listed. They are 
differentiated by different Icons. 



WCM Authoring Content Reference Guide 

V1.0 Revision Date: July 27, 2009 Page 10 of 121
 

 
Content  
Site Area  

 
Find your particular “old category” or desired Site Area. 
WCM View 
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CMA View:  

 

d) Navigate to a Content Category.  
You can see the content in the category listed to the right. 
The Icon in front of the Title indicates it is content.  

The type of icon tells you whether or not it is available to site areas besides 
the one you are currently browsing: 

o  Indicates content available only within the selected site area. 

o  Indicates content available to multiple site areas.  
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er site areas are by 
checking the box next to the item 

 You can discover what those oth

 
 Select More Action Button at the top 
 Choose View References 

 
 Other site areas besides the one you were browsing 

are listed. This list only displays the end category – we 
cannot see the parent tree structure. 
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In the CMA the same information would look like this: 
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The place on the web where this content is displayed looks like this: 

 

2. Browse by Title 
Under Content, click the By Title section header. You will see a list of the content 
ordered alphanumerically by the Display Title. 
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an scroll through the list to find the one you want, or you can resort 
the list based on any of the columns by clicking on the column heading. 
a) You c

 

b) You can also use any of the Filter Links to narrow the list. 

etween 
May 31, 2009 and June 10, 2009 were selected. 

• Example One: the Date Saved Filter was selected, and dates b
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Results: 

 
 

• Example Two: An additional filter is added on the Title Field.  

 
Results: 
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3. Browse by Category 
Categories are NOT used currently in this system at this time. Look for it in later 
training in 2010. 

 

4. Browse by Authoring Template  
Because of the way our system is configured, we cannot find content using the 
Browse by Authoring Template. We will never be able to use this feature. 

 

5. Search 
The Search feature in the upper right corner affords us another way to locate 
content. 

 
You can do a quick search on the Title or Description fields right from the home 
screen at any time. 

 

a) Select the desired area to
attributes) 

 search for the drop-down (you can select All 

b) Enter your search term 

c) Click the Search button. 

You can also you Advanced Search to further enhance and limit your search. 

d) Click Advanced search 
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e) To complete this screen, you will Search in: 

(1) Selected Library 

 

(2) Emi portal content Library 

 

(3) Item Type will be Content 
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(4) Status will be as you desire 

 

(5) The Search for: area is required. You can complete it to fit your 
needs. 

 

 

(6) You can add additional entries as needed. 

 

(7) You can add Filters to your results 

 

(8) You can Filter by Person (Author/Owner) 

 

(9) u n Filter by Date Yo  ca  
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(10) You can Filter by Other Fields 

 

(11) All Filters set 

 

(12) Click the Search button.  
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D. Co
All Images and those Documents that were migrated are not housed in the Content 
area. They are in the Components area. 

mponents 

 
 
Migrated Documents (PDF, DOC, JSP, HT
Resources, migrated and new 

ML, etc.) will be found under File 
Images will be found under Images. 

 

1. Documents & Other File Resources 

a) Click on File Resources to view the list of Documents. 
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er feature. b) To locate a particular document you can use the Filt
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n refine the filter or you can filter by ID Number. You ca
 

 

c) Once you locate the desired document, check the box and select Edit, it 
will open in Edit mode. 
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2. Images 
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Images are found under the Images area of Components. 

 

a) You can Filter Images much like File Resources 

 
 

 

b) Once found, check the box and edit the image. 
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E. Ex

1. Delete Content 
Deletion of content can be done based on user permissions.  
Site Administrators are able to delete content from the sites they administer in any 
stage of workflow: 

• Draft 
• Approval (not all sites will have an Approval stage) 
• Published 
• Expired (not all content will be expired) 

Content Authors are able to delete content from the site areas they have access to 
in the following stages of workflow: 

• Draft 
• Expired 

pire/Delete Existing Content 

 
A confirmation prompt will appear. 
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cel” will When “OK” is selected, a delete confirmation will appear.  Selecting “Can
return the user to the screen. 

2. Expire Content in Workflow 
Content Authors and Site Administrators can plan for content to expire by setting an 

ction.  The Expiry Date can be set during content 
 edited. 

 

“Expiry Date” in the Workflow se
creation, or whenever content is

 
 
When an Expiry Date is in place, the Workflow will generate an email message to 
the author prior to the date as a reminder that the item is about to expire. The author 
can check out the content to decide if the expiration should proceed or change or 
remove the Expiry Date or the author can simply ignore the message and let the 
expiration proceed as scheduled. 
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F. Move and Associate Existing Content 

1. Share Content  
Existing content can be linked to other site areas.  After selecting an existing 
content, select the “More Actions” dropdown and select “Link”. 

 
 

Select “Add” to add site areas. 

 
 

Select the site area to link the content. 
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Select the location of the new link in the selected site area and select the “OK” 
button. 
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 selecting the location and the “OK” button. Confirm the desired site area link by

 
 
Verify the link has been created by navigating to the content site area. 
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2. Move Content to new Site Area 
Existing content can be moved to a new site area.  Select the content to be moved, 
and then the “More Actions” dropdown and choose “Move”. 

 
 
Choose the site area destination of the selected content and placement in the new 
site area (First child, Last child, Before selected child, After selected child) and 
select “OK”. 
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A Move confirmation is displayed. 
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Verify the content has been moved to the new site area. 

 
 

II. Editing Live Content 
When editing content that is already Published (live), including when you want to Expire it, it will 
have to go back through various workflow states and stages again. Currently in the CMA content 
that is live and is edited goes live after saving immediately at the next cache clear. In the future, 

l have to be Workflow considerations.  

 
 

there wil
 
Because of the Workflow considerations on editing live content, there are some further issues 
regarding In-Context Previewing of your edited content. When you are editing content that is 
currently Live, you must make a version of it to leave Published and a Draft version to edit. 
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1. Find the content that you want by browsing to in under Content > By Site Area. 

 
 

2. Click on the title to open the document in Read Only, or select the document as shown and 
click the Read Only button. 

 
 

3. Click Save Version. A version of the current published content must be saved before editing 
a Draft. This saved version of the content will remain in Published status and stage, and will 
be in visible to the public until you Publish the Draft. 

 
 

4. Will see that the Version was saved, and there will be a Versions button. Clicking on the 
Versions button will show the version that was just saved. Click Done to return to the 
content. 
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5. Click Create Draft 

 
 

6. Will see a confirmation that the Draft version has been created and the status icon has 
changed. The original version is still visible to the public now the author can make changes 
to a new version of the content.  

 
 

7. Click Edit. 
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8. The content opens in Edit mode and the user may make the necessary changes to it.  

 
 

NOTE: This includes inserting or changing an EXPIRATION DATE! 
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9. Note the Workflow information. The document is in the Draft status, and the Draft stage.  

 
 

10. You may need to change the Workflow if a different workflow than the current one is 
needed to approve Edited Content. 

 
 

. an click Save to view the content in Production Previe Save and Approve to begin the 
orkflow process that will publish the content to Production 

11  C  w or 
w
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12. After the content is saved, it will still show Draft as the status. And you will not be able to 
w. You will only be able to do a Body Preview here in WCM. Preview it in Production Previe

 
 

 
 

13. When it is Approved and workflow is complete (if there are Approval stages necessary for 
edited content) it will show both Published Status and the Publish Stage and it will be 
available to the public. 
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III. Creating Content 

A. Choose Content Authoring Template 
See Handout: Authoring Templates Defined 

1. Start New Content 

a) Click the New button and select Content 

 

b) Verify or switch to the emi Portal Design library. 
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plate desired.  c) From the results screen look for the authoring tem

 

d) If the authoring template is not listed on the first screen: 
r 
 

Click the Page arrow to go to the next page of authoring templates, or ente
the page number in the Go to Page to go directly to the page the authoring
template is on. 
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ntent in. e) Select the authoring template to enter co
In the example below Article has been selected, and click OK or click Cancel 
to stop the content creation process and return to the main WCM screen. 

 
  

Once OK has been selected the authoring template will open and content 
can be entered. 
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B. Co
The followin
be describe
Subsequentl ach of the Authoring Template individual sections. 

 

1. Identification Section 

 

ll be used to identify the 
conten rt of the URL 
that points to this content item. The following characters cannot be used in 
Name field: &<>?^”’% 

mmon Authoring Template Sections 
g sections are in each of the Authoring Templates.  These template sections will 
d once here, because they have the exact same fields across all templates.  
y they will not be under e

a) * Name (required) – enter the name that wi
t item internally in ILWCM. This name will be used as pa

 

b) Di tify the content item for use in 
ILWCM. This display title will be what the users see when searching for the 
content item in ILWCM. This title is not displayed anywhere external to the 
ILWCM environment. This display title must be 100 characters or less 

splay title – enter a title that will iden
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c) De some descriptive text that will identify the content 
item. This depiction should be specific to the content item that will be created 
using this form. This description is not displayed anywhere external to the 
ILWCM environment. 

scription – enter 

 
 

d) Type – read only. The type is content, because this is the form that 
content is to be entered. 

 

e) Library – read only. The library is where the content is being created. 

  

f) Au
the ne  
the content. rs, and/or 
groups. 

thors – this field is defaulted to the name of the person that opened up 
w authoring template. It is assumed this will be the person(s) inputting

This field can be edited to select one, or more autho

  

(1) To Remove an author or group(s): 
Click the x next to the author or group to be removed   

  

(2) To Add an individual author or a group of authors: 

(a) Click ‘Select Authors’  

 

(b) To add an author enter the first few characters of the 
author or group desired in the search box and click 



WCM Authoring Content Reference Guide 
‘Search’

 

(c) Once you see the author or group you would like to add in 
the Search results click the ‘Add’ button, and the user/group 
will be moved over to the Selected names area.  
 

(d) Click ‘Ok’ 

(e) The Authors field should now contain the author or 
group(s) added. 
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s field is defaulted to name of the person, and/or group 
within the business unit who owns the content. This field can be edited to 
select one, or more groups. 

g) Owners - thi

  

2. Profile Section 

  

a) Categories - this functionality is not being used at this time please ignor
This was not hidden, because the State of Michigan may wish to use this 
feature in the future.   

e. 

b) Keywords – ywords that define the content. When entering 

 
lilac, festival.  

enter the ke
more than one keyword separate them by a comma. The keywords entered 
will be used when content is being searched on. You should add keywords 
that are related to the content, but aren’t necessarily in the content. For 
example, if your content is about Mackinac Island you can enter keywords
related to that: mackinac, island, 

 

3. Content Properties Section 

  

a) Authoring Template - describes what authoring template is being used to 
create the content 
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4. Workflow Section 
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a) Document Status (read only) – this field shows what the current status 
the document is in. The status can be Draft, Published, Expired, and Locked 

 

b) * Current Workflow (required) – there are different workflows that can be 
chosen for a document to go through. Depending on how each agency is 
setup authors may have access to one or two different workflows. This is 

c) Click the ‘Select Workflow’ button.   

where the workflow is selected.  
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een and click ‘OK,’ or ‘Cancel’ to stop the process. Depending 
 the workflows listed here.  

d) Verify the library is eMI Portal Design. Select the desired workflow from 
the results scr
on the user’s access level they may not see all of

 

e) Verify the workflow is listed in the Current Workflow field 

 

f) Current Workflow Stage – shows the user what workflow stage the 
document is currently in. 

 

) Next Workflow Stage – shows what workflow stage the document will g
move to next 

  

h) Joint Approval (read only) – shows if the document has joint approval for 
State of Michigan this will be false and does not impact the authors. 

 

i) * Publish Date (required) – enter the date and time the document should 
be published on. Use the ‘Clear’ button to clear both fields 
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ure to select the Month and Year first, then click 

t arrows on the top to navigate by month 
• Use the month and year dropdowns to select the month and year 
• Select the day by clicking on it in the calendar  
• Click ‘OK’ to accept the date or ‘Cancel’ to stop  

 

k) To select the time 
• Click on the clock 
• Type in the Hours (HH), Minutes (MM), Seconds (SS), and select AM/PM 
• Click ‘OK’ to select the time, or ‘Cancel’ to stop 

l) Expiry Date– enter the date and time the document should be expire on. 
Use the ‘Clear’ button to clear both fields. Follow the process in step 6 to 
enter the date and the time. 

j) To select the date be s
on the Date.  
• Click on the Calendar button to find the date 
• Use the left and righ

 

m) General Date One  – This field is used specifically in the Event Authoring 
Template for the Event start date and time. 

  

n) General Date Two– This field is used specifically in the Event Authoring 
Template for the Event end date and time. 

  

o) Actions (read only) – this field will show what action the workflow is in 
either email, or scheduled move.   
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The user ca r 
by clicking o  
training will . 

C. Using the Rich Text Editor 
n select which rich text options to use by clicking on the drop down menus, o
n the buttons on the toolbar. Most of the functions are self explanatory. More
be coming at a later date

 

D. Including Images 
There are two ways to include images in the State of Michigan content: 
• An Authoring Template may have a separate image field where the user would browse 

to the ILWCM Image Library to select an Image.  
• An Authoring Template may have a rich text editor field where the user would be able to 

embed a unique image from their computer, or select an image from the ILWCM image 
library. 

1. Separate Image Field in the Authoring Template 
First the author must create an Image component. It is extremely beneficial to create 
an image component to be kept in the ILWCM library when images are re-used 
across content.  
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2. Create an Image component: 
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a) In the main ILWCM page select the New button select ‘Component -> 
Image’ 

 

b) You will be brought to the Image component template. 
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c) Enter the Identification information regarding the image. 

 

d) Upload the file from your local drive. 
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e)  Save it.  
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ly calculate the dimensions of the image when 
cluded, as 

f) The WCM will automatical
the content is Saved. The screen will refresh with the dimension in
well as a preview of the image. 

 

3. Include the Image Component in an Authoring Template 

a) Once the Image component has been created and saved the author can 
then reference the image in another authoring template like the Event 
authoring template. 
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b) Click ‘Select Component’ 
Will be taken to the Component selection screen click on ‘Image’ 

 

c) Find the Image component to be used in the right selection list – select it 
by clicking the radio button next to it and click ‘Ok’ 

 
 

d) You will see that the Image component select is now listed in the 
component field. 
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4. En
In the rich te the ILWCM Library, which are the 
Image components described above, or from their computer.  

a) Click on Insert -> Add Image from IWWCM Library

tering an Image in the Rich Text Editor 
xt editor users can add images from 

 

 
 

select an image from the WCM Library 
b) Here the user can select to add a new image from their computer, or to 

 
 

c) To add a new image from your computer: 
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(1) The Image will then be uploaded to the authoring template and 
will appear in the Image field. 

 
 
 

d) To insert an image component from the ILWCM Image library: 

(1) Click on the Browse button under ‘Insert a library image’  

 

(2) The user will then see all the image components: 
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e desired image from the image component library (you (3) Select th
will see a preview), the image layout, and click ‘Ok’ 

 

(4) The image should now be embedded in the rich text editor. 
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E. In
There ppt, doc, etc.) in the content using the 
authoring templates. Similar to images, documents/assets can be included in the content 
using a link to internal ILWCM content, or the documents/assets can be embedded using a 
rich text editor.  

 

1.  Using the Document/Asset Authoring Template 

a) Start in the ILWCM main screen, verify you are in the eMI portal content 
library and click ‘New -> Content’  

b) Select the eMI portal design library on the authoring template screen, 
select the Document/Asset authoring template, and click ‘Ok’ 

c) Fill out the authoring template. The following fields are specific to the 
Document/Asset: 

cluding Documents 
 are multiple ways to include documents (pdf, 
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e by 
n it, and clicking on ‘Open’ 

d) Upload the file by using the Browse button, selecting the desired fil
clicking o

 

e) Select the appropriate Icon component. For example, if this is a pdf that 
is being uploaded click the Select Component button, and select the 
appropriate icon for the file type. 

f) Enter any optional comments regarding the document/asset 

g) Save and Approve the content item 

ished in order to be visible on the 
portal 

2. Linking to a Document/Asset from another Authoring Template 
Once an author has created and published a Document/Asset using the 
Document/Asset authoring template they can then link to the Document/Asset using 
another authoring template. For example, if an author is creating an Article and 
needed to reference a pdf that was create using the Document/Asset authoring 
template they can do that by: 

h) This document/asset must be publ
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 ILWCM by clicking ‘New -> 
Content’ 

g 

a) Open the Article authoring template in

b) Verify you are in the eMI portal design library, select the Article authorin
template, and click ‘Ok’ 

 
 

c) Fill out the necessary content. The Link field is what will be used to refer 
to the Document/Asset to be inserted 
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d) Click on the ‘Browse Content’ option 
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e) In the next screen the author will be able to find the Document/Asset by 
looking to the Site Area that the Document/Asset was saved in. Select the 
desired Document/Asset and click ‘Ok’ 

 
 

f) The Document/Asset will now be referenced in the Article and will look 
like: 

 

g) The author can delete the Document/Asset by clicking on the x next to 
the item. 

 

3. Using the Rich Text Editor 
Once a Document/Asset has been created the user can link to it from the rich text 
editor in any of the authoring templates that have a rich text editor. 
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h text editor select ‘Insert -> Create Link to IWWCM Content’ a) In the ric

 

b) In the Link window follow the same steps listed 

 

above, start by clicking 
‘Browse Content’ 

 
 

c) After clicking ‘Ok’ and the author is back to the Article authoring template 
they can see that the Document/Asset has been embedded in the rich text 
field: 
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F. In
There
is a lin more information 
about the Lilac Festival the author would include an external link to the Lilac Festival 
website - http://www.mackinacislandlilacfestival.org/

cluding Links 
 are two different types of links that can be included in your content. One type of link 
k to external information. For example, if the author wanted to put 

.  The second type of link the author 
may create is a link to internal ILWCM content. For example, looking at the previous section 
on Document/Assets the author can create an internal link using the Link field to create a 
reference to a Document/Asset that has been created in ILWCM.  

 

a)  Creating a Link using a Link Field 
Some of the Authoring Templates may have a Link field where the author 
can enter external or internal links. This section will show an example of this 
field, and will explain how to use it. The author will either select to enter a 
URL or will select to browse to Internal content for one Link field – both 
cannot be filled out for a Link field.  

  

b) Type a URL – this is where the author may enter an external URL for 
example: 
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to. 

c) Or select Browse Content to select an ILWCM content item. A new 
window will open for the author to select internal ILWCM content item to link 

 

d) The author should then navigate through the Sites to find the piece of 
content they would like to link to. Once they find the content item the author 
should select it and click ‘Ok’ 
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e) After clicking ‘Ok’ the author will be brought back to the main authoring 
template and can see that the content they selected is now in the Link field.  

 

f) If the author selects an internal ILWCM content item then a new field will 
appear letting the author know that since these two content items are linked 
if someone decides to delete one of the content items they will be notified 
that there is another content item linked to it. It is best to keep this box 
checked at all times.  

 

g) Once the author enters either the external, or internal link they must fill 
out the rest of the Link fields. The author can chose whether to display the 
link as a text string or as an image 

 

h) If the author would like to display the link as text they need to fill out the 
ed item link text field, or they can select to use the title of link

 

i) If the user decides to display the link as an Image they should select the 
radio button next to the Image Component 
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on the author will be brought to j) When they click on the Select image butt
an image selection screen where they will select an image component from 
the ILWCM Image Library to be displayed for the link. Browse through the 
image components, select the correct image, and click ‘ok’ 

 

k) The image will then be captured in the link field 

 

l) The last step is for the author to select how the link should open. The 
author may choose from the link targets shown below,  

 

2.  Creating a Link using a Rich Text Editor 
Some of the Authoring Templates may have a rich text editor for authors to use. If 
there is a rich text editor the author may decide to enter a link in the rich text editor.  
The author may follow these steps to do that: 
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a) Creating a Hyperlink to an External Site 
By using the hyperlink feature the author can insert external links in the rich 
text field. For more information on how to use the hyperlink feature please 

fer to the Ephox product information.  

 

re

 

(1) Or the author can use the Insert -> Create a link to IWWCM 
content option to insert internal ILWCM content into the rich text 
editor.  

 

IV. Information about Each Authoring Template 

A. Alert Content Section 
 
Authors would use the Alert authoring template for brief breaking news content. The author can 
include an image, and a link to more information if needed.  The alert will appear in the global 
header and should only be used for warning information, or any heightened sense of news.  
 
 

 
 
The Alert AT has the following fields in the Content: 
 



WCM Authoring Content Reference Guide 

V1.0 Revision Date: July 27, 2009 Page 67 of 121
 

• Abstract 
• Body 
• Icon Image  

o Image Border 
o Upload Image File, Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 
o Image HTML Tag Name 

• Incident Date 
• Link 

o Type a URL 
o Insert a Content Link-Browse Content 
o Display Link As (Text or Image Component) 
o Link Text (Use Title of Linked Item) 
o Link Target (None, New Window, Parent, Top, Name) 
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When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 

 

emplate allows the user to enter in the appropriate general article 
f Michigan Department.  Authors can include rich text in the 

tion in the article. Articles can be found throughout 

 

B. Article Content Section 
 
 
The Article Authoring T
information for that particular State o
body field, images, links, and contact informa
the agency sites areas.  
 
Example: 
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The Article AT has the following fields in the Content: 
 
• Abstract 
 Body 
• Icon Image  

o Image Border 
o Upload Image File, Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 
o Image HTML Tag Name 

• Main Image  
o Image Border 
o Upload Image File, Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Contact Link 
• Link 

•
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o Type a URL 
o Insert a Content Link-Browse Content 
o Display Link As (Text or Image Component) 
o Link Text (Use Title of Linked Item) 
o Link Target (None, New Window, Parent, Top, Name) 
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When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 

 
 
 
 

C. Bid Content Section 
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The Bid Authoring Template allows the user to enter in the appropriate government open bids 
information for that particular State of Michigan Department.  The author can include rich text in the 
body field, any appropriate contacts for the bid, and links to more information for the bid.  DMB 
typically has bid content, but any department can use it.  
 
The Bid AT has the following fields in the Content: 
 
• Abstract 
• Body 
• Contact Link 
• Link 

o Type a URL 
o Insert a Content Link-Browse Content 
o Display Link As (Text or Image Component) 

 

o Link Text (Use Title of Linked Item) 
o Link Target (None, New Window, Parent, Top, Name) 
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When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 

 
 

D. Blog Content Section 
 
The State of Michigan departments can create blogs that contain regular entries of information. 
Authors would use the Blog authoring template to create this information. Within the blog the 
author can include contact information for the appropriate entity regarding the information in the 

log. The Comments authoring template will be used to enter any comments about a specific blog. 
logs can be found under the Global navigation under News.  

xample: 

b
B
 
E
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The Blog AT has the following fields in the Content: 
 
• Topic 
• Abstract 
• Body 
• Contact Link 
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E. Comment Content Section 
 
The comments authoring template will be used for capturing the comments made to any specific 
blog topic. Any end users that view the blogs on the SoM website will be able to submit comments 
– these comments will be captured by the authoring template in ILWCM. Someone from the State 
of Michigan will approve these comments before they are published.  
 
Example: 
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The Comment AT has the following fields in the Content: 

• Body 
 

• Author 
 DocumentID •
• Validation Routine 
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F. Contact Content Section 
 
State of Michigan Contact data that is individually captured and stored that is used to create and 
display individual contact modules on specific pages can be created using the Contact Authoring 
Template. This contact content can be used across different places on the State of Michigan 
website. Authors may choose to include specific contact content items in such content as Article, 
Press Release, etc.  
 
The Contact AT has the following fields in the Content: 
 
• Name 
• Position 
• Department 
• Office/Bureau 
• Notes 
• Address 1 
• Address 2 
• Address 3 
• Phone 1 
• Phone 2 
• Phone 3 
• Fax 1 
• Fax 2 
• Fax 3 
• Email 1 
• Email 2 
 Email 3 
• URL 1 Link 

o Type a URL 
o Insert a content link-Browse Content 
o Display Link As (Text or Image Component) 
o Link Text (Use Title of Linked Item) 
o Link Description (Use Description of Linked Item) 

•
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o Link Target (None, New Window, Parent, Top, Name) 
o Link Additional Attributes 

• URL 2 Link 
o Type a URL 
o Insert a content link-Browse Content 
o Display Link As (Text or Image Component) 
o Link Text (Use Title of Linked Item) 
o Link Description (Use Description of Linked Item) 
o Link Target (None, New Window, Parent, Top, Name) 
o Link Additional Attributes 

• URL 3 Link 
o Type a URL 
o Insert a content link-Browse Content 
o Display Link As (Text or Image Component) 
o Link Text (Use Title of Linked Item) 
o Link Description (Use Description of Linked Item) 
o Link Target (None, New Window, Parent, Top, Name) 
o Link Additional Attributes 
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When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 
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When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 
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When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 

 
 
 

G. Definition Content Section 

he Definition Authoring Template allows the user to enter in terms and their definitions for that 
particular State of Michigan Department. The author may choose to include a contact with the 
definition. Definitions created would appear under an agency definition page.  Authors can then link 
to a definition within other content items, like an Article.  
 

 
 
 
 
 
 
 
 
 
 

 
T
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Example: 

 
 
 
The Definition AT has the following fields in the Content: 
 
• Contact Link 
• Definition 
 
 
 
 

 
 
 
 
 

H. Document/Asset Content Section 
 
This Asset Authoring Template can be used to upload documents into the ILWCM system. 
Examples of documents that can be uploaded are - .pdf, .doc, .xls, etc. These assets can then be 
linked to from other authoring templates, and can potentially appear anywhere within the site.  
 
Example: 
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The Document/Asset AT has the following fields in the Content: 
 
• Abstract 
• Link 

o Type a URL 
o Insert a content link-Browse Content 
o Link Target (None, New Window, Parent, Top, Name) 

 Native File 

ile Size 
o File Type 

• Icon Component 
o Select Component 

• Authoring Comments 
 

 
 

•
o Upload a file 
o F
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When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Targe
Name. 

t 
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I. Event Content Section 
 
The Event Authoring Template can be used to enter appropriate content for an event at the State 
of Michigan, or departments. In the Event authoring template authors can enter information about 
the event,  the start and end date/time, include any images, and/or include a link to more 
information. Events will be displayed wherever the department have them, typically they are under 
an events menu. 
 
Example: 

 
The Event AT has the following fields in the Content: 
 
• Abstract 
• Body 
• Main Image  

o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Contact Link 
• Link 
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o Type a URL 
o Insert a content link-Browse Content 
o Display Link As (Text or Image Component) 
o Link Text (Use Title of Linked Item) 
o Link Target (None, New Window, Parent, Top, Name) 
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When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 

 
 
 

J. FAQ Content Section 
 
The FAQ Authoring Template allows the user to select the appropriate content for a list of 
questions and answers, all of which are supposed to be frequently asked in some context, and 
pertaining to a particular topic. FAQs may be related to a certain category or topic and exist 
through the State of Michigan website. Authors will enter the question in the display title, and enter 
the answer in the answer field. FAQs will show up wherever departments have their FAQ list.  
 
Example: 
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he FAQ AT has the following fields in the Content: 

o Type a URL 

 

 
T
 
• Link 

o Insert a content link-Browse Content 
o Link Target (None, New Window, Parent, Top, Name) 

• Answer 
 

 
When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 
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K. Form Content Section 
 
The Form Authoring Template allows the user to create a form that can be filled out by end users 
on the State of Michigan website. By using the rich text editor authors can create the form within 
this authoring template.  Forms appear in department form sections on the website.  
Example: 

 
 
 
The Form AT has the following fields in the Content: 
 
• Abstract 
 Contact Link 
 HTML Block 
• Link 

o Type a URL 
o Insert a Content Link-Browse Content 
o Display Link As (Text or Image Component) 
o Link Text (Use Title of Linked Item) 
o Link Description (Use Description of Linked Item) 
o Link Target (None, New Window, Parent, Top, Name) 

 
 

•
•
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When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 

 
 

L. Generic HTML Content Section 
 
The Generic HTML authoring template should be used for content that doesn’t fit in any of the 
other authoring templates. This particular authoring template will be used to enter raw HTML. To 
use a rich text editor to enter the HTML please see section 4.2.22. This content will show up in the 
site area that the author selects.  
 
Example: 
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he Generic HTML AT has the following fields in the Content: 
 
• Abstract 
• HTML Block 
 
 

T

 
 

M. Generic Rich Text Content Section 

ch Text authoring template should be used for content that doesn’t fit in any of the 
plates. This particular authoring template will be used to enter rich text with the 
ditor. To use raw HTML to enter the HTML please see section 4.2.21. This 
 in the site area that the author selects. 

 the Content: 

 
The Generic Ri
other authoring tem

ch text ehelp of a ri
con nte t will show up
 
The Generic Rich Text AT has the following fields in
 
• Abstract 
 HTML Block •
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N. Link Content Section 
 
The Link Authoring Template can be used to enter any links that are used throughout the State of 
Michigan website. For example, any external links can be entered using the Link Authoring 

emplate. These links will show up in the site area that was selected by the author.  

The Link AT has the following fields in the Content: 

 Abstract 

o Insert a Content Link-Browse Content 

o Link Text (Use Title of Linked Item) 
et (None, New Window, Parent, Top, Name) 

T
 

 
•
• HTML Block 
• Link 

o Type a URL 

o Display Link As (Text or Image Component) 

o Link Targ
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When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 

 
 
 

O. Online Service Link Content Section 
 
The Online Services Authoring Template allows the user to enter in the appropriate online servic s 

r that particular State of Michigan Department.  The online service link will show up in the Onlin  

The Online Service Link AT has the following fields in the Content: 
 
• Abstract 
• Icon Image  

e
efo

Service section of the site area selected by the author.  
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o Upload Image File, Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Link 
o Type a URL 

Insert a Content Link-Browse Content 
o Link Target (None, New Window, Parent, Top, Name) 
o 

 

 
 
When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 
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P. Photo Content Section 
 
The Photo Authoring Template can be used to upload a photo to ILWCM that can be used in a 
gallery of State of Michigan photos. The photo will be put in the site area that was selected by the 
author.  
 
The Photo AT has the following fields in the Content: 
 
• Image  

o Upload an image file-Browse  
o Image Alternate Text 
o Contributor 
o Caption 

• Thumbnail Image  
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 
o Image HTML Tag Name 

• Icon Image  
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 
o Image HTML Tag Name 
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Q. Policy Content Section 
 
The Policy Authoring Template allows the user to enter in the appropriate policy information for that 
particular State of Michigan Department. Policies will appear in the policy sections of the selected 
site area.  
 
The Policy AT has the following fields in the Content: 
 
• Abstract 
• Body  
• Main Image  

o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 
o Date 

• Contact Link 
• Link 

V1.0 Revision Date: July 27, 2009 Page 99 of 121
 



WCM Authoring Content Reference Guide 

V1.0 Revision Date: July 27, 2009 Page 100 of 121
 

o Type a URL 
o Insert a Content Link-Browse Content 
o Link Target (None, New Window, Parent, Top, Name) 

• Disclosure 
• Policy Number 
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hen “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
ame. 

W
N
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R. Press Release Content Section 

opriate content for an 
s item that is issued to the press and 

 located throughout the State of Michigan website within the site area selected by the author.  

Example: 

 
The Press Release Authoring Template allows the user to select the appr

nnouncement of an event, performance, or other official newa
is
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The Press Release AT has the following fields in the Content: 
 
• Abstract 
• Body  
• Icon Image  

o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 
o Image HTML Tag Name 

• Main Image  
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Release Date 
• Source 
• Contact Link 
• Link 

o Type a URL 
o Insert a Content Link-Browse Content 
o Display Link As (Text or Image Component) 
o Link Text (Use Title of Linked Item) 
o Link Target (None, New Window, Parent, Top, Name) 
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S. Promotion Content Section 
 
The Promotion Authoring Template allows the author to enter in the appropriate promotional link 
information and formatting for that particular State of Michigan Department.  The Promotion 
Content is an optional component that is located below the site navigation component.  The 
number of promotional content pieces displayed on the site can be set individually for each site 
area by the site admin.  The site admin will decide whether to show the promotion on left or right 
side of the navigation per site area. This is not something author will have to configure.  When 
filling out the Promotion authoring template the author will select the image to display and the link 
information for the promotion. The author will then publish the promotion to the desired site area.  
 
Example: 

 
 
The Promotion AT has the following fields in the Content: 
 
• Abstract 
• Background Image  

o Upload an image file-Browse  
o Image Alternate Text 
o Background Color 

• Link 
o Type a URL 
o Insert a content link-Browse Content 
o Display Link As (Text or Image Component) 
o Link Text (Use Title of Linked Item) 
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T. Quick Link Content Section 
 

he Quick Links Authoring Template allows the user to enter in the appropriate quick link 

Example: 

T
information and formatting for that particular State of Michigan Department. The Quick Link will 
show up in the specific Department Quick Link sections. 
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The Quick Link AT has the following fields in the Content: 
 
• Abstract 
• Link 

o Type a URL 
o Insert a content link-Browse Content 
o Link Target (None, New Window, Parent, Top, Name) 

 

 

x appears to allow the user to enter the Target 
 
When “Name” is selected as the Link target, a textbo
Name. 
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on 

llows the user to create a form with options for the citizen to 

U. ePostCard Content Secti
 
The ePostcard Authoring Template a

se from in making a ePostcard fochoo r that particular State of Michigan Department.  
 
Ex pam le: 

 
 

AThe ePostCard 
 

T has the following fields in the Content: 

 Linked Item) 

mponent) 
o Link Text (Use Title of Linked Item) 
o Link Target (None, New Window, Parent, Top, Name) 
o  

• Image 1 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Abstract 
• Body 

 • Contact Link
o Type a URL 
o Insert a content link-Browse Content 

r Image Component) o Display Link As (Text o
(Use Title ofo Link Text 

• nLi k 
o Type a URL 

owse Content o Insert a content link-Br
o Display Link As (Text or Image Co
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• Image 2 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Image 3 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Image 4 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Image 5 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Image 6 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Image 7 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Image 8 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Image 9 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Image 10 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Image 11 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 

• Image 12 
o Upload an image file-Browse  
o Image Dimensions Width and Height 
o Image Alternate Text 
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When “Name” is selected as the Link target, a textbox appears to allow the user to enter the Target 
Name. 
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 Related Acronyms 

on: 

 for content for all new and edited content going forward: 

m > Topic or Site Area > Authoring Template > Date > Initials of Author > Daily 

xample: 
01 

ortant to use the same acronym throughout each site. Use the top Site Area listed for your 
ite in WCM. 

Appendix A: Naming Convention &
 
Content Naming Conventi

The Name field is used for the URL. This must be unique within all of Michigan.gov. There will be a 
standard naming convention

Dept. or site Acrony
Serial Number. 
E
MDOTHistoryArt060509DC
 
The initials are optional if the site is small and only has one or two authors with little activity. 
 
It is imp
s

 
 
Authoring Template Acronyms 

 creating names for your content. 
ALT Alert 

Use these acronyms when

ART Article 
BID Bid 
BLG Blog 
CNT Contact 
DEF Definition 
DOC Document 
ePC ePostCard 
EVT Event 
FAQ FAQ 
FRM Form 
Gen Generic Rich Text 
HTML Generic HTML 
Link Link 
OSL Online Service Link 
PG Page 
Photo Photo 
POL Policy 
PR Press Release 
Promo Promotion 
QL Quick Link 
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Workflow Status or State 
Content can only be in one of three Workflow States. Only the Published State is visible to the 
public. The Draft and Expired state are both visible within WCM. The Expired state has an indicator 
that it once was published. 

• Draft 
• Published 
• Expired 
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he Draft State prior moving to the Published State. 

• Editor Stage 

ake Action to move the content to the next Stage. 
This will usually take the form of Approval. 
 
The content will ultimately change status when WCM takes action and moves it to the next status, 
usually through an automatic or manual cache clear. 

Workflow Action 
Workflow action is a step a WCM user takes to progress a piece of content from one workflow 
stage to another. The content may stay in the same status during this process or may change
status. 
 
Workflow Stages 
Workflow Stages are the steps content passes through as it moves through the different states. 
Content can remain in one state for several stages. For example, one piece of content may have to 

ove through several Approval Stages while in tm
 
The various Stages in the example below would be: 

• Author Stage 

• Publisher Stage 
 
At each Stage the person involved will have to t
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 Editing Live Content 

orkflow Stage and the Security of the content allowing the 
ublic vs just WCM authors to see the content. 

s us to see content on the Production site before the public can see it by 
llowing content in a Draft Workflow Stage to be seen by those with certain Security rights. That is 

LL users to see the content – that includes the public. 

dited. OR You are editing content that is live and it does not even go 
rough a cache clear, it is always live while you edit. OR You create a brand new piece of content. 

 a 
he Security on the “been live” VERSION stays the same 

o the public can continue to access it. 

You create a new Version that you can edit. It enters a Draft Workflow Stage. You can Preview the 
Body, but you CANNOT do In-Context Preview. Because there is a piece of content already there 
that the public can see, you cannot preview your edited content in its place. 
 
Once you are satisfied with your edits, you Approve your content and the Stage changes to 
Published. (Now it has to wait for Workflow when the old is replaced with the new.) The flag “been 
live” is added to this version when it goes live. 

Appendix B part 2: Workflow when
 
There is a distinction between the W
p
 
In Context Preview allow
a
why you have to log in to see Production Preview. 
 
Once a piece of content has reached the Published Workflow Stage, the Security of the content is 
changed to allow A
 
If you want to edit a piece of content that is in a Published Workflow Stage, it has to enter a 
different Workflow Stage. At that point, the Security changes and it is no longer available to the 
public while it is being e
th
 
The Alternate Solution (yes there is one!) 
When you want to edit a piece of content that is in a Published Workflow State, it is marked with
flag that indicates that it has “been live”. T
s
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here is no cache clear schedule.  

Everyth , all content will automatically go live when it 
reaches final approval. 
 
After workflow is complete – this means when it has been approved through all the human stages 
– it will reach the system stages. At this point the system is notified that a piece of content needs to 
go live. The cache clear system is activated and the proper page is put in line to be cleared at the 
next opportunity.  
 
 This could happen immediately if the line is empty, or it could take up to 20 minutes if the line is 
particularly long. The anticipated time frame is approximately 5 – 15 minutes, but experience will 
be our best indicator. 
 
Workflow is always “On”. That means every piece of content will always have workflow turned on to 
one extent or another. Even when editing a piece of content that is already published and live, it 
must enter the “Edit” workflow and be “re-approved” before the edits will go live and the cache 
clear activated for that piece of content. 
 

Appendix C: Cache Clearing Info 
 
T
 

ing will go live – not just part of the site

Manual cache clears will still be available for cache admins. 
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ime stamp in CMA: Date & T

 
 

in WCM: History Defined 

 
Sometimes vlad will show up as the user ID. This is the IBM employee who is doing most of the 
migration. You will see vlad on the pre-migration and migration content whenever vlad does the 

igration. You will see whichever IBM employee’s user ID on those same elements when 
someone else does the actual migration. 
m
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9BAppendix E: Miscellaneous Definitions and Acronyms 
 
Definitions 
CMA Term WCM Term 
Category Site Area 
Description Abstract 
Release Date Publish Date 
Link Type (Internal/External) Link Target (Self/New Window) 
Thumbnail Icon 
Expiration Date Expiry Date 
Associations References 
  
 
WCM Acronyms 
AT Authoring Template 
WCM Web Content Management 
IWCM IBM Web Content Management 
ILWCM IBM Lotus Web Content Management 
SA  Site Area 
 

 


	I. WCM Introduction
	A. How to Access WCM
	1. We will access WCM through a browser.
	2. Log-in
	3. You will be presented with the WCM Authoring Screen.

	B. How to Navigate WCM
	1. Click the Library Drop Down and select emi portal content.
	2. Workflow
	3. In My Items under Recent
	4. In My Items under Published, Expired, and Deleted 

	C. Content
	1. By Site Area 
	a) The eMI Portal & Global Site Areas will never be accessed by anyone besides e-Michigan 
	b) The SOM Site Area contains the Michigan.gov home page and navigation areas. 
	c) You can drill down into your Site Area:
	d) Navigate to a Content Category. 

	2. Browse by Title
	a) You can scroll through the list to find the one you want, or you can resort the list based on any of the columns by clicking on the column heading.
	b) You can also use any of the Filter Links to narrow the list.
	 Example One: the Date Saved Filter was selected, and dates between May 31, 2009 and June 10, 2009 were selected.

	3. Browse by Category
	4. Browse by Authoring Template 
	5. Search
	a) Select the desired area to search for the drop-down (you can select All attributes)
	b) Enter your search term
	c) Click the Search button.
	You can also you Advanced Search to further enhance and limit your search.
	d) Click Advanced search
	e) To complete this screen, you will Search in:
	(1) Selected Library
	(2) Emi portal content Library
	(3) Item Type will be Content
	(4) Status will be as you desire
	(5) The Search for: area is required. You can complete it to fit your needs.
	(6) You can add additional entries as needed.
	(7) You can add Filters to your results
	(8) You can Filter by Person (Author/Owner)
	(9) You can Filter by Date
	(10) You can Filter by Other Fields
	(11) All Filters set
	(12) Click the Search button. 



	D. Components
	1. Documents & Other File Resources
	a) Click on File Resources to view the list of Documents.
	b) To locate a particular document you can use the Filter feature.
	c) Once you locate the desired document, check the box and select Edit, it will open in Edit mode. 

	2. Images
	a) You can Filter Images much like File Resources
	b) Once found, check the box and edit the image.


	E. Expire/Delete Existing Content
	1. Delete Content
	2. Expire Content in Workflow

	F. Move and Associate Existing Content
	1. Share Content 
	2. Move Content to new Site Area


	II. Editing Live Content
	III. Creating Content
	A. Choose Content Authoring Template
	1. Start New Content
	a) Click the New button and select Content
	b) Verify or switch to the emi Portal Design library.
	c) From the results screen look for the authoring template desired. 
	d) If the authoring template is not listed on the first screen:Click the Page arrow to go to the next page of authoring templates, or enter the page number in the Go to Page to go directly to the page the authoring template is on.
	e) Select the authoring template to enter content in.In the example below Article has been selected, and click OK or click Cancel to stop the content creation process and return to the main WCM screen.


	B. Common Authoring Template Sections
	1. Identification Section
	a) * Name (required) – enter the name that will be used to identify the content item internally in ILWCM. This name will be used as part of the URL that points to this content item. The following characters cannot be used in Name field: &<>?^”’%
	b) Display title – enter a title that will identify the content item for use in ILWCM. This display title will be what the users see when searching for the content item in ILWCM. This title is not displayed anywhere external to the ILWCM environment. This display title must be 100 characters or less
	c) Description – enter some descriptive text that will identify the content item. This depiction should be specific to the content item that will be created using this form. This description is not displayed anywhere external to the ILWCM environment.
	d) Type – read only. The type is content, because this is the form that content is to be entered.
	e) Library – read only. The library is where the content is being created.
	f) Authors – this field is defaulted to the name of the person that opened up the new authoring template. It is assumed this will be the person(s) inputting the content. This field can be edited to select one, or more authors, and/or groups.
	(1) To Remove an author or group(s):
	(2) To Add an individual author or a group of authors:
	(a) Click ‘Select Authors’ 
	(b) To add an author enter the first few characters of the author or group desired in the search box and click ‘Search’
	(c) Once you see the author or group you would like to add in the Search results click the ‘Add’ button, and the user/group will be moved over to the Selected names area.  
	(d) Click ‘Ok’
	(e) The Authors field should now contain the author or group(s) added.


	g) Owners - this field is defaulted to name of the person, and/or group within the business unit who owns the content. This field can be edited to select one, or more groups.

	2. Profile Section
	a) Categories - this functionality is not being used at this time please ignore. This was not hidden, because the State of Michigan may wish to use this feature in the future.  
	b) Keywords – enter the keywords that define the content. When entering more than one keyword separate them by a comma. The keywords entered will be used when content is being searched on. You should add keywords that are related to the content, but aren’t necessarily in the content. For example, if your content is about Mackinac Island you can enter keywords related to that: mackinac, island, lilac, festival. 

	3. Content Properties Section
	a) Authoring Template - describes what authoring template is being used to create the content

	4. Workflow Section
	a) Document Status (read only) – this field shows what the current status the document is in. The status can be Draft, Published, Expired, and Locked
	b) * Current Workflow (required) – there are different workflows that can be chosen for a document to go through. Depending on how each agency is setup authors may have access to one or two different workflows. This is where the workflow is selected. 
	c) Click the ‘Select Workflow’ button.  
	d) Verify the library is eMI Portal Design. Select the desired workflow from the results screen and click ‘OK,’ or ‘Cancel’ to stop the process. Depending on the user’s access level they may not see all of the workflows listed here. 
	e) Verify the workflow is listed in the Current Workflow field
	f) Current Workflow Stage – shows the user what workflow stage the document is currently in.
	g) Next Workflow Stage – shows what workflow stage the document will move to next
	h) Joint Approval (read only) – shows if the document has joint approval for State of Michigan this will be false and does not impact the authors.
	i) * Publish Date (required) – enter the date and time the document should be published on. Use the ‘Clear’ button to clear both fields
	j) To select the date be sure to select the Month and Year first, then click on the Date. 
	k) To select the time
	l) Expiry Date– enter the date and time the document should be expire on. Use the ‘Clear’ button to clear both fields. Follow the process in step 6 to enter the date and the time.
	m) General Date One  – This field is used specifically in the Event Authoring Template for the Event start date and time.
	n) General Date Two– This field is used specifically in the Event Authoring Template for the Event end date and time.
	o) Actions (read only) – this field will show what action the workflow is in either email, or scheduled move.  


	C. Using the Rich Text Editor
	D. Including Images
	1. Separate Image Field in the Authoring Template
	2. Create an Image component:
	a) In the main ILWCM page select the New button select ‘Component -> Image’
	b) You will be brought to the Image component template.
	c) Enter the Identification information regarding the image.
	d) Upload the file from your local drive.
	e)  Save it. 
	f) The WCM will automatically calculate the dimensions of the image when the content is Saved. The screen will refresh with the dimension included, as well as a preview of the image.

	3. Include the Image Component in an Authoring Template
	a) Once the Image component has been created and saved the author can then reference the image in another authoring template like the Event authoring template.
	b) Click ‘Select Component’
	c) Find the Image component to be used in the right selection list – select it by clicking the radio button next to it and click ‘Ok’
	d) You will see that the Image component select is now listed in the component field.

	4. Entering an Image in the Rich Text Editor
	a) Click on Insert -> Add Image from IWWCM Library
	b) Here the user can select to add a new image from their computer, or to select an image from the WCM Library
	c) To add a new image from your computer:
	(1) The Image will then be uploaded to the authoring template and will appear in the Image field.

	d) To insert an image component from the ILWCM Image library:
	(1) Click on the Browse button under ‘Insert a library image’ 
	(2) The user will then see all the image components:
	(3) Select the desired image from the image component library (you will see a preview), the image layout, and click ‘Ok’
	(4) The image should now be embedded in the rich text editor.



	E. Including Documents
	1.  Using the Document/Asset Authoring Template
	a) Start in the ILWCM main screen, verify you are in the eMI portal content library and click ‘New -> Content’ 
	b) Select the eMI portal design library on the authoring template screen, select the Document/Asset authoring template, and click ‘Ok’
	c) Fill out the authoring template. The following fields are specific to the Document/Asset:
	d) Upload the file by using the Browse button, selecting the desired file by clicking on it, and clicking on ‘Open’
	e) Select the appropriate Icon component. For example, if this is a pdf that is being uploaded click the Select Component button, and select the appropriate icon for the file type.
	f) Enter any optional comments regarding the document/asset
	g) Save and Approve the content item
	h) This document/asset must be published in order to be visible on the portal

	2. Linking to a Document/Asset from another Authoring Template
	a) Open the Article authoring template in ILWCM by clicking ‘New -> Content’
	b) Verify you are in the eMI portal design library, select the Article authoring template, and click ‘Ok’
	c) Fill out the necessary content. The Link field is what will be used to refer to the Document/Asset to be inserted
	d) Click on the ‘Browse Content’ option
	e) In the next screen the author will be able to find the Document/Asset by looking to the Site Area that the Document/Asset was saved in. Select the desired Document/Asset and click ‘Ok’
	f) The Document/Asset will now be referenced in the Article and will look like:
	g) The author can delete the Document/Asset by clicking on the x next to the item.

	3. Using the Rich Text Editor
	a) In the rich text editor select ‘Insert -> Create Link to IWWCM Content’
	b) In the Link window follow the same steps listed above, start by clicking ‘Browse Content’
	c) After clicking ‘Ok’ and the author is back to the Article authoring template they can see that the Document/Asset has been embedded in the rich text field:


	F. Including Links
	a)  Creating a Link using a Link Field
	b) Type a URL – this is where the author may enter an external URL for example:
	c) Or select Browse Content to select an ILWCM content item. A new window will open for the author to select internal ILWCM content item to link to.
	d) The author should then navigate through the Sites to find the piece of content they would like to link to. Once they find the content item the author should select it and click ‘Ok’
	e) After clicking ‘Ok’ the author will be brought back to the main authoring template and can see that the content they selected is now in the Link field. 
	f) If the author selects an internal ILWCM content item then a new field will appear letting the author know that since these two content items are linked if someone decides to delete one of the content items they will be notified that there is another content item linked to it. It is best to keep this box checked at all times. 
	g) Once the author enters either the external, or internal link they must fill out the rest of the Link fields. The author can chose whether to display the link as a text string or as an image
	h) If the author would like to display the link as text they need to fill out the link text field, or they can select to use the title of linked item
	i) If the user decides to display the link as an Image they should select the radio button next to the Image Component
	j) When they click on the Select image button the author will be brought to an image selection screen where they will select an image component from the ILWCM Image Library to be displayed for the link. Browse through the image components, select the correct image, and click ‘ok’
	k) The image will then be captured in the link field
	l) The last step is for the author to select how the link should open. The author may choose from the link targets shown below, 
	2.  Creating a Link using a Rich Text Editor
	a) Creating a Hyperlink to an External Site
	(1) Or the author can use the Insert -> Create a link to IWWCM content option to insert internal ILWCM content into the rich text editor. 




	IV. Information about Each Authoring Template
	A. Alert Content Section
	B. Article Content Section
	C. Bid Content Section
	D. Blog Content Section
	E. Comment Content Section
	F. Contact Content Section
	G. Definition Content Section
	H. Document/Asset Content Section
	I. Event Content Section
	J. FAQ Content Section
	K. Form Content Section
	L. Generic HTML Content Section
	M. Generic Rich Text Content Section
	N. Link Content Section
	O. Online Service Link Content Section
	P. Photo Content Section
	Q. Policy Content Section
	R. Press Release Content Section
	S. Promotion Content Section
	T. Quick Link Content Section
	U. ePostCard Content Section
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	The Name field is used for the URL. This must be unique within all of Michigan.gov. There will be a standard naming convention for content for all new and edited content going forward:
	Dept. or site Acronym > Topic or Site Area > Authoring Template > Date > Initials of Author > Daily Serial Number.
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